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The field of induatrifcl rclotioss hes aado striking aflysnces in 
reoejit- yeera. The scute ehortsge of »«itpowor during the last vier has 
brought a reallRation that «a»po*f«r utlllzstioa and coneorTMtion are 
of prlaary l»?ort»aee to the nation. The industrial strife* the 
nstional defenee prograa end the high lerel dsmioid for aAnpowor dnjL’ing 
the post~w«r years has emphasized the l«x>ortaiiee of soundly ooncelyed 
and effeotirely a&alniatered Industrial rolatlone. The «oiit of this 
thesis wee to prepare a procedure for the appraisal of pereonnel 
praeticee la a Naval Inductrial Aotivity. 

The procedure cor.siste of e chock list of questions on induatrisi 
relations and personnel preotleea. The answers to the questicns are 
either "yes" or *do«* A "yee* answer indicates perfoiaeancs of an 
accept td personnel practice or ndheronee to a principle of personnel 
practices. The coverage of the check list is broad and* although 
directed primarily for use la Kavsl Activities* it Is edeptable for use 
ia almost my ort^enlzatloa. 

The check list is divided Into fifteen sub-dlvl ions which give* 
an indication of its coverage. Tiiey are as follows: 

1. Csneral: Tunctlone which concern the department as a whole* 

including public relations. 

2. Orgsrdtatlon: A check oa the organization of tho Activity as it 

pertains to psrsonnel rolaticns within the Activity. 

S, Kecruitnant and Saploymcat: The procedures used in recruiting 



and Kiuloylng workers 
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4« Pl«c«Kent end Xaductlon; The piecaraent of eraployoes In the job 
to whiob they ere beat eulted and their istroduotlon to the Activity 
end to their job* 

5. Trainings The Indnatrlal treisisc education of asployeea and 
ffianeganaent* 

6. Wages and Hours: The ooapensatioa end ¥K)rJ£in^ hours of etiployeee* 

7* Labor 7unK)eer» ^eenteeiEM end Tardinesa; Thoee practicea 

pertaining to the Hated eondltlone* 

8* Healths The maintenance of heelth of enployeea, 

9* Safety; The otaintenanee of a aafe plaee to «oz‘k* 

10* Merit Ratings The eTaluatloc ef onployees* 

11* Promotional Tranefera end Layoff e: The preotice pertaining to 

these items* 

1£* Morales The maistenacee of morale sHBong amployeeSi including 
diaelpline «sd grievance handling* 

13* Suggeatlonss The adniniatratlon of e suggestion system* 

14* Ssployee Servleeat The maintenence of oRpIoyee services* 

IQ, Heoordst The saintesanoe of proper records* 

The procedure mas conducted at the U. 5. Kaval Amstunitiun Lepot, 
Crane, Indicne end the U* 8* Mevnl Ordnance Plant, Indianapolis, Indiana* 
This appraisal was made to eheci: the effeetiveneea end coverage of the 
procedure and its check Hat* The Isifoxmatioa gained in the appraisal 
is recorded in the thesis* 

The applications of the check list gave a naasux^ of proof thot 
the procedure wan sound* The cheek llet enables the appraiser to 
detemine acceptable practices in cossion uce in private industry and not 
used at the Activity, and practices in use at the Activity which are not 
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in accordanc® with aoc«pt«(3 praotieac of private industry. Th® 
covarogo cf p«reoBn*l yr&ctlcea end functions of an industrial 
raletions departmont appeared to ha adequate. The applicetiona showed 
that the ehoek llatf due to its nature, mo explicable to different 
types of octiTities and would be useful for a oonperlson of personnel 
praotiees betwoen Activities. 

The check list is • tool for pei’soriiiel woricore. It will serve 
as a guide to indicate practices i^iich werrant Inveetigetlon or 
analysis. The tboroughneae of this eubeequent investigation of 
analysis detexvines i^t R&y be gained froa the application of the 
procedure. 
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A piiODxwtd ix)n t:is A-.-'itAiiAL or e'Ui:- Ki. w ^kcnom ik a 

r‘’V>L IATC2t5I *J. ACTIVITY 
i*i\;i.^cc'ncN 

Tha t'/o WoriiJ IBara have sho-^ ti'at tl.® »lt;ht of • 

n tioa 1* of pri*ary in its defense. The icSuetri 1 know-how 

a»o ;jro<luefci0» fecliitioe of e r..*tion era j*- t es auch p ,p.rt of itn 
'■efense pro^jnm n# ite Azxed Force*. The o ©ration nnJi »alntonBn.o« of 
tb© Axalee, Kaviee -ted Air Jorces of to. ay require an raftcuct of naterial., 
of provuotiori fccllitie* and of repair faciiitlea thot would *tag'’«r the 
i»R,'iB©ti.ja of « pereon of fifty y-' r* aaO. 

The Navy has, froa aI»oat it# very 1iegin£in>v( m»int<'ln«d induotriel 
ectlvltie# for the support of tbo fleet. I» the theoe actlYltle# 

were few end, for the noet part, ooRSieted of shlj/yerd’ <'ro the Karal Gun 
Factory. The cospplexlty of aodern warfare is such that the building, M«lr.- 
tannneo, end operotioa of tbo Kevy, rejuire the products of prectically 
every type of private induetry of this country «na of K«ny product# thet 
are peculier to th© Kevy. It i« prinnrlly for the production of thi# 
lottOT type of prouucte th®t the Kavy welctalns and operates Industrlol 
eetivltle*. 

Juet es the peacetime Kavy is the nucleus froR which a wertlne Navy 
RUSt grow, those Inuustrisl ectlvltlee provide a nv.cleua of industrial 
know-how and production facilities which the ei-'KRded Incuatrlal 

needs of tho wartime lievy, for proiueba peoulinr to it, Rust ^rviw. 1h& 
efficient, eoonowical »eno€e3:ent ond Oj-'Cretion of theee activities 1# « 
problo* of prim«*ry importance to the Kavy snd to the Nation. An 
laportsnt part of tble 11s# In the field of personnel mn&i,or ent and 
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D«ysloj«i*alo of l»at ten years tiove broii^jht the field of 
industrisl relatione to the forefront ia industry thrcutjhout the 
United States* Usay adTanoes in pereoimel mermt^eneut luiye been 
made. Many of these edTocces reflect the iaflueno© of *orld War II 
and the Ketioaal IJefcnoe ?ro«raa. The acute shortage of ctanpower 
during the last Trar aade the effective utill ration of amnpov?er a 
necessity, la any future war the shortage of senpo’sfer will probably 
be acre acute! therefore, it Is iMportant that the Industrlel Halations 
Departnents of these Activities be efficient end u^'-to^'date* 
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Th* puri»o8« of this thesio is to provide e procedure by which 
the pensoimel practices of a Neval InSuatrlsl Activity ruiy be uppraleed. 
Personsal reletiocs i« e varied aad dynaaic field, that is to *ay, it is 
coBtiiiually chaagltM: and varies i» neay weyo. What cay be • good pereoanel 
practice today »sy not be acceptable in the near future. By the aaro 
taken, a personnel praoilee say be affectlvo for one industry and useless 
for eiKJther. Kavel Industrial Activities are looetod In various types of 
coarsuaities thit>UGhout the United States <ind its Territories. The 
functions of these Activities are diverse. These conditions stake it 
necessary that any procedure, if it is to be useful, siuat cencom itself 
with those psrsonnal practices vnich apply to all types of industrial 
or^enl nations. 

Tbs procedure, to meat the above roq^il res ants, Bust be esneemod 
prinarlly ^fch the underlying principles of good personnel relations. 

It must be broad in Its soo.e and of such a nature that It is not oubjeet 
to conditions which ara puraly local. 

Tha next step waa to decide what wes to be used «s e criteria for 
•atabiishin^; good personnel practices. The great body of the literature 
on industriel relations is concerned with relations in private industry. 

For this reason the criteria established was that the practice Bust be 
one which is eoEKonly aocoptebl© in private indxoetry anc which iwis boon 
Buccessfully used. 

The purpose hfa to be further clarified. It auot bo decided what 
the procedure la to eccoKplisb, The established criteria sisaplifiee 
this decision to so*e decree since eny product of a procedure baaed on 
this cilteria will be aosewhat of e comp- ri son of personnel prectieos 




%im$» w tMi f w iiM 

£*/VM*«kl %• i>ii> Ii» •« *^tm mm 99 *m\M iammmmt m 0 W 0 t 




im m ■ l9 0 \ M% %• — 

!»•« $$ 0I0§ 0%»tttta • OMi W 4 a« iAI A-l «4 tf 

aJB«i %iMi% •« 4»4«V ■miiyw O# 
• M ei«ab at M» «*taai6 at o«t #«§ tma 9 ^ 
0\jMmm9iI %» fOo# «tf .ooaltMiia fiNHUva^ %oa% «Bli»li#ataa 

♦iiWMi otMlot ti wtiltolaa iiJa ti fi l Klot lai i twa tl m 







I 



of th« Activity to tbo«« or prlvfttft ir.du4>try. It tfsa <5«t«ra.inod to giv® 
tb« appraisal a threefold aspect: First, to detsmlce whether or not the 

lnd”.atrl»l relatloRe fiep»«rtne!it ia preetlces which ere genorttlly 

acceptable; second, to dettraine practices which are eccoptable lu private 
industry end cot used rt the Activity} third, to show differences which 
exist hotwreen perooanel precticea of different Activities. 



OF THE I‘i{OC£HJi?K 



preparation of the proaa<Juro const ntatl of auiking 

up a chaek Hot of quostlons ^ich covero<l all th* aoriefsl duties of 
sn induatrlttl relations de^art««Qt. The literature of personnel 
relations contain »sny such lists in the fomi of industrial relations 
depftrteiont audits. Tht aejorlty of these audits are of a Tery gsneral 
aat\irs, and their coverage in »ost cases la IneoRplets. On the othsr 
hand, 330«t of the detailed check lists seem to have been tsade for e 
pertKmlar coapany and are really a check-off list to see that the 
industrial relations depsrtaont csrrioa out Its assigned functions la 
a prsscrlbed nnnner* 

The chsok list prepered for this yroceduro of appraisal, to 
meet its elms, must be extremely broad In lie aoo^6 and not aimed at 
perfoz^ence of assigned funetlons, but one vhlch will show the soundness 
of psrsozmel practices. It has been etteeipted to anbody la this cheek 
list the principles upon wbioh sound personnel practices ere based* 

The flrat step in tbe preparation of the procedure was to determine 
what was to be considered a personnel prcetlee. In a broad sense, 
this would include practically any function in an Industrial org^ nlastion, 
however it was decided to limit the scope to those functions which are 
nomnlly the duties of an induotrial relations de'sartmer.t. There is 
general agreeKent eKong tho nuthors of industrial releticns texts and 
articles as to the fiiaotlons a psrsonnel department should perform. In 
a largo portion of progressive industrial ooncerrji this reconsE ended 
assigHsient of functions is followed. 
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It waa decided for the purpose of organising ti»o checic list to 
divide it into fifteen of the ooaKoa functicro of tsa tiidustriol 
reifttlone department. Theee ere o« foliowsi 

1. Generel: Funotions eblch concern the dep»rtc'ent «o e ehole, 

iaeludiR*j 5 public relatione, 

2. Organization: A cbac^ on the or.,enlz«tion of the Activity ee It 

pertelno to pereormei roletion* within the Activity. 

3. SeoruilMRent and Eaployaent; The procod'ires used in recruiting 
end esploylBc; worker*. 

4. Plcoeeieat end Induction: The placer ent ef ertployeea In the job 

to trhlch they ere beet euited and their introduction to the Activity 
and to their Job, 

5. TralnlnG! The Induotrlal treining ond education of employee* 
and itaaegement. 

6. Vegas end lioure: The eonpeneetion end vrorkln^ hour* of er&ployeee, 

7. Labor Turnover, AbsesteelaR and Tardiness: Those preetices 

pertslning to the listed conditions. 

6. Health: The aeintenence of h^lth ef eisployeea* 

9. Safety: The maintenance of a safe piece to work. 

10, Merit Rating: The evaluation of aeiployeee, 

11* ProRotlons, Tranafer* end Layoffs: T'.e practice pertaining to 

these Itens. 

12. Romle: The nalntenanoe of sorelo anong employees including 

discipline end grlavanee handling, 

13. Suggestions: Ths at^inlstration of a suggestion systaa, 

14. l^ployee Services: The aalntenance of employee eorvlcen, 

13. Records: Tlie nolntenaBoe of proper reeorda. 
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Two functions which arc coroflly Included in th« duties of tho 
industrial relations dspsrt»cnt, n^sly collective bargaining and union 
relations, hare been owltted. This was done because these functions 
are ao oartsdly different in eoveraaent service from prevails In 

privets Industry that It was felt thet so reel eo.T.^cri»on could be made* 

The formulation of the check list questions was a process of 
elimination. It consisted first of a survey cf the literature on 
industrial relations and personnel msnagamont. The principal sources 
of leaterial are included in the bibliography. The infoxnt;tion and 
practices gained froai these sources wers recorded In the form of questions 
which would indicate the perforasnee of a good practice or the sdhersnee 
to the principles of good industrial relations, A coispleto list of 
questions for each eub-divislon was propsrsd. 

The following questions were then applied to each of the questions 
on the cheek list: 

1. Do authorities, la general, agree that the practice is 
aoeeptable? 

Does the practice aceonplish some useful purpose either 
with respect to nensgerent or employees? 

3. Does ths practice conform to accepted psychologicel principles? 

4. Has the practice been sucoessfiilly used? 

5. Is it sppllcable to industry in general? 

Those questlona vdiich did sot meet these re^uirecents were 
eliminated. A survey of isdustrisl relations practices by 
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Ecott, Ciothloi’ t'CiS Spri»G*l^ p»rticiilerly useful in th® pr®parfttloa 
and ebecklHG of th« {ji’t®ntioaa of the ebook list* 

Th® questions on each sub-division wer® then chocked to see that 
they ^ev® the oovemge desired and were arr»SG«<i to ineure continuity. 

Tho chock lict ees thou checked ss a whole to slialnate duplication and 
for oonplcteneas of coverage. 

The ooapleted check list (see Appendix A) weo subBittod to the 
Xndustxinl Relatione Staff of the Cteneml Kngineering D«pori”ent of 
Purdue University for revirrf, both as to eosipleteness of coverage 
and for the ellnlaetlon of any indicated praoticea which were not 
entirely acceptable. Any questions to whioh there were objectifjna wore 
either dlceerded or reviaed to renove the objectionable feature. 

The cheek list has been made as general as possible and as such 
It ahotdd ba ednptabls to use in any industrial plant. The eheok Hat 
is not in any xey a cheek as to how tho iRstruotions of the Civil Service 
CofflElssion or the K»vy Departr.#nt are carried cut. It is only a check 
88 to how the personnel praotieee of the Activity ooiapare to the 
practices which «ire geriorally aceoptad in private industry. 



1 Seott, Walter Clothier, Robert C,, and Oprlegel, Sllliioa R,, 

Personnel Manaiterent ; New York, JlcGraw-Hlll Company, Inc,, (1549) 
Appendix A, 






i \h 






W«Al«Uii W ^ •«## r*. fs^ 

^ ^ k*#«e»£>^ 19 4% J44»»^ •»«) 4*u 919 IMTHi .9 

u tr^i^rn^ i^. r» « u ig i i^i^MC «« 4« n»M 9 -iM^ * — r irf 

• Lf^rrM 1« < •■««#■ ii«ft ii 14 41^1 gm% fi mnmtu^i 4994 

tat fs«» iM«i0it44 I 4 4Ti49ftUii «o 91 91 

••■ %^4^Mt44 «4«l ttH44 iai^«Q9 *A« ^iai9 )rn4 Tff-lTlUl U4HM9 
4irs««t 1C4 «^ 0 W 4li 4M||41 9 to^W414 «■« 



«>••••*« «4 U4— » M aa# Ml #441 M* «ir 

#111 ^9l4 jc«j:<ir^i «l» Al 4M flp f"— 4-in «4 4Mi tf 

«9im4 I#*« *4# W 41# •tin 9 M #99 4 9» ««i •( #9 «4 

mm » ^<9 %1 12 ^9 4*J4m# #o f99Ml Wf^ mi %m T- 1 H 91 

mf m wi Li «d4 ««» ##394 Jmm* #«t a •% 

.fr#4Wti»i #I«t1ib ti 9#i it1 mffrp^t. 111 H Ja 



4 



lillt ,l49l«t4 *9 m4#4 «!•< 

} i»4#l jJLli-9T94 




r 



APPLICATION Of TTIl rliOCLDUKK 



Th« proof of the usofulnees of ei^r procedure Ilec in ite 
epplicetlon to the task for which it is designed* The real wo3:ic of 
the thesis wee in the preparation of the check list* In order to 
Bliow its usefulness «nd eovemge it was neoeseary to conduct the 
procedure et ISeval Industrial Activities* 

The procedxire was conduoted st the United States Nevel Ordnance 
Plenty Indinnapolls, Indiana and the United States Naval Amunitlon 
Depot* Crane* Indiana. Those Activities were seleeted for three 
reasons* First, the author was fvailier with the Activities; second, 
their location snd the curxoundlns ecsiciiunity were dissimilar; third, 
the type of work done by the Activities wbs different* 

The U* S. Naval Ordnance Plant, Indianapolis, Indiana is a shoi*e 
establishsont of the Navy Departr-ent under the managei^ent control of 
the Bureau of Ordnance* Its work io well described in its nlsslon, s 
shore estsblishsaant for researoli In and enjineerin^s developtaeut of 
•vietion ordnnnco fire control equlpiaent, the a'lnufacture of line 
msintenanoe spares, and the overhaul, jsodificstion and stodemizctxon 
of fire control InstruBsats, including radar sttachsienfcs and 
accessories* The Activity is siiallar in asny respects to e plant 
of private Industry engaged in the sanufset^u^ of precision inetrvss«»nts, 
both m«ch«ailc»l end eleetrleal. The acconplishBaenk of its niaalon 
roquireo large research and er 4 ;ineerlBj;; staffs* The nature of the work 
of the Activity require* that a high percentage of its worinaen belong 
to skilled end seKi'Skilled trades* 
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coattiate of ob« isain buildiac;i exporinantnl laboratory 
aad aaaoclated faoilltias aueb as po^rbous* end 'mrebouses. The 
plant** b\idldini:s end equipaent ere sodcm* It Is air conditioned 
throUfc,hout, and in aenaral, tbo Kortiiws eonditlons at th* plent era 
axeallent* 7ba location of tbs plmit In an urban coisaunlty assures 
ready aecesa to an catpie labor market eontainlr^j the types of enployees 
desired. The present working force of the Activity 1* 1(425 waployees. 
This Activity elll hereafter be referred to ns ifOi*!, 

The U, S. Naval A^raxmition Depot, Crene, Indienn is a shore 
eetabllstuaent of the Navy Depnrtsent under the RsaageEaont control of 
the Bureau of Ordnance, It ie located in south central Indiansi 
65 miles southwest of IndisnatJOlia, la an isolated, rural eosnunity. 

The mission of th* Activity is to manul’aoturo, store and overhaul 
emcixmltion, leaisunitlon eot^ponents, end material, end to supply these 
items to the fleet und other ordnance establishments. An additional 
fxmotlon of this Aetivity is that it serves ss a mnjor source of 
supply in the Ordnenoe Supply System, and as such operates lar^s 
warehouses for the handling; and storln,*^ of ordnance et^uipicent of 
all types. 

The fcciiitiea of tho Depot are modern. Many of the aroductios 
facilities arc laid up for (^reservation or in o standby status. At 
tee present tiice approximately 500 etBployees are SB^aged In production 
m>ik, another 400 are engaged in clerical, supply or fiscal uRirk and 
most of th* remainder of its S,170 aaployees nre engnged in what si«y 
be described as naterlal* handling. The majority of the work of the 
Activity, except in the production fceilltio®, does not require 
erployeea from what is sonssUy described ae th* skilled trades. 
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The location of the Popot onfi ita sise, 100 etjuara ail©*, present 
uany parsonnal probleKs not experienced at KOPI* Seperatlon of facill- 
tiaa, the recreationel f*cilitia« of the eommilty, the lech of roefiy 
«oeo«« to an «5ple labor aerket, and other lte««» of direct concern to 
the Induatrlrtl ralatlons depertaent are flttong these differences. The 
Depot will hereeftar be referred to ee KAIC* 

The dlfferencea In looctlon, the eurrounditVs eoBnunlty, end tbe 
typo of woric imply fulfill the reaeone for the selection of these 
AotlTltieo. The ettthor wee attached to each of the Activitiee for 
appro “rtmnt sly one month in connection with c field trip for the U* S, 
KaTcl Postgraduate School. This tlrae was spent in a dotelled far.iliarl** 
latlca with the worlc, methods and organiantlon of the Activities, 

The noicial method of application of a procedure of this nature 
would be the use of the check list ns an audit of the industrlol 
relotlcns departeicnt by peraoanel of the Activity concerned. Por 
this reason the procedure was conducted at eech of the Activities 
in the follovlsg Kenner. The cheek list w«s submitted to the Head of 
the Departnont of Industrial RolatioTis of each Activity, The purpose 
of the check: list was explained, and he wee as^cad to doaignnte the 
woat qualified person to answer the questlone. In all cases the 
questions were ae&.ed of either the head of the dopertnent or the 
head of the division directly concerned with the Iteat. 

The questions wex*e explained where necesaary; eosr^ents on tbe 
aptness of questions and the completeness of coverage of the duties 
of an Industrial relations dopartr.ar.t were welooKod and noted. It 
wee requested that In case of doubt as to the fttlfillmont of the 
conditions described by the question that the answer be "no,’* The 
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reiex>oJi®®® Halt qiiastlons are llstsd In table* 1 through 

15* Table 16 contain* a suBusry of th* a^uswara as a irhoXo aM by 
8 ub“divi*l 0 Ba. (Se* Appendix B) 

The quaationSy after epplicsticn, wre, in a few caaea, clanged 
to clerify th* ■eanluis* ^he ooTera^e of duties and function* apposTad 
to ba adequate* The eomeat# of the poraonnel of the Aotlvitiee on 
the queatlcjia and anawcrs ere not Included but ere used in the 
diacuaslon* foliO'<rlng this aeetion. 
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lilSCUS^OH OF TIES BSTXrLTS OF TfS /j’i^ICATIOK OF TSS iTOCnJfmK 



Th# Acceptability of Persormel Preoticee 
Tbo first of the purpose* of the check list la to fietorsino whether 
or not the Industirial Relations Repartxent is usia^j preotlceo ^^dch ere 
geaerslly acceptable, A review of the answers of both Activities nt 
which the cppralaal wee ccn<5uctefi Indicates that the prectices used are 
generally acceptable. This conteatioa Is supported by the predominenc© 
of •'yes’* answers In nearly every field. Table 16 (see Appendlr B) aho^os 
e stassaary of the ensrsej’S in each aub-filvlsion, giving the lumber of 
possible anrsers, the m»ber of "yes" and •'no** KBSvorSt the 
percenteije of **ye«" answers. The overall percentage of "yes” answers 
was! J3DPI, 84,9%; KACC, 80,4%, Further investigation of the •no*’ 
answers shows thet with a few exceptions aoat of these •'so*' enswers ere 
beesuse of o«isslon of practices rather then not generally accopteble 
practices. 

Questions 267 end 274 ere of interest. Both Questions deel with 
the severance policy of the Activity, They arei 

357, Is only the eiaployasat history of cn eaployes used to 
detensine the persons to be effected in a layoff? 

274, Is the severance policy fair to Renagsmect in Hint in 
esse of otrlngent eut-backs» • C'jeipetent work force, 
conteinlng key enployees, will be retelned? 

The enswsr to both Questions was "no" at each Activity. This condition 

is brought about by Veterans Preference Act, which gives to veterans 

preference in SKaployROst end in reductions in force in all goveriasmat 

•sployaont. The question ao to the advlsablilty of this preferanae is 

not dealt with, but fro® the standpoint of retention of beet qualified 

sciployesa during reductions in force end for the ee^loyaent of the 
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poraon b««t nuited to • Job, this pr*ctlc® ccyli not b« considered 
good or efficient fro« the w^'.asgwsent’s viewpoint. 

Thi« Yeterene preference boo a very pronounced effect in 
«Biploy»ent nnd la the corpoeition of the work force. TMo preference 
tcts in oo»e rcepeoto to limit the selection of eoiitere to Tetorene, 

This IlKltetlon on eelectlon has not had e greet effect in recent 
yeerh prlanriiy because a large pert of those seeKlng eeploytsont sr© 
▼eterans. Its effect in the future re.'ssine to be seen. Its effeet 
uivoa the cosyosltlon of the working force is readily showaj epproxittately 
7J5^ Of the flo.ployeee et KAIiC ore veterans, 

Fersonael Pj^otiees Used at tha Kevnl Industrial Activities 
Compered to those of Private Industry 

The second of the purposee of the procedure was to determine the 
practices used in private industry end not used at the Kaval Activity. 

In order to aocomplieh that purpoee each of the sub-divisions of the 
oheeV: list will be discussed. 

In the general category, the only existing difference that vr.s 
revealed vns that a vrrittca stotemest of personnel policy was not 
presented to employees et IfOPl. The peracmiol policy of the Savy 
Deportroont is given in the Weval Clvlliftn Personnel Instructions which 
deale with all phases of pex^sonnel wozic. A stat^aent of policy Is in 
the process of being prepered at this Activity which will meet the 
reQuirccients of the check list* 

In the organisation sub-division, the care and study that goes 
into the organisation of govormient functions is reflected. In the 
ceae of both Activities all answers were •'yee." If «mything is 
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indl cited at all it bo that too much i-elisnc*a is out in the 

oda^o thnt organization curoe all 111 b* 

The recruitBsent, employment, eeleetiou »bu induction of leorher* 
will be discusaafi •« one unit. The indivlduKl Activity, othor then in 
the Inductlan phase of the eboTe lt««i*, has little Intituhe for B-daptlne 
these precticcB to the perticvLl**r needs of the Activity, The maimer in 
which rooruitment, selection end amployTaent is ceri'ied out are pre- 
scribed by law or by decisions of tho Civil Service Cc^isalon* 

Primarily the differences from private industry that do exist lie In 
the testing of applicants; these differences were reflected in the 
answers to the check list, For most Group II and Group III workers 
(these groups oontnin the majority of skilled end semi-skilled workers) 
their oolection for waploynsnt is boaed prlsiRrily on an ev»*luetion of 
their experience and personal data. The use of tests, the proper 
validetlon of tests, and the design of tests for use in the Civil 
Sorviee are fields in which much advnnceaect eotild be made. At the 
present time there is r great deel of research being conducted by the 
Civil Sorviee Coimission in those fields. The induction procedures in 
genernl cofifows to what is accepted as good practice in industry, 
Trainlzv;: in tho Naval Industrlel Activitiee plays an inportaat 
part* A part of the reason for their existence lies in their being 
able to furnish trained ^orsunnel for ceidiain types of induatriHl 
Jobs} therofore, It is of importance that they have a competent, vroli- 
trained labor force. The difference Bho*n to exist by the check list 
wos tho lack of analysis of tho results of training for particular 
factors such ea cost compared to savincs, productivity, wtste and 
spoilage, etc. It woxild be, in mei^ cnees, extremely hard for thCfeC 
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AetiYitl#* to unalyae trainin* with raspact to tJiese factors dy» to 
tha nsture of thalr workj howavar, isiien posaibla, enolyses should b« 
wada la otA»v to proparly eYeltjat* tha resuite of tralnli^ end to 
justify the expetse of treialatf. 

The hours of work, »a^ 5 « payaentSt aethodo of ’asge pa 3 n»ent end 
otfear ite»» pertalnlnB to vreges, for the ao«t part, «r© acre fs^rorablo 
t© saployoes th§n those of many Induetrlee, W«< 5 e ppyaente to certain 
classes of employees, especially the execxitire end professional elseses, 
ars too lo*. T»o pr&oticss which ere in coebsod uk* In prirats industry, 
hut, urn ftho«n by ths check list, not used in these KaTcl Aetivities are 
the paypsont of seTerance pay to workers and the use of wage InocntlTe 
plans* The nonpayrsent of a sererecce allowance is nore then offset 
in aoR« cases by the fact that anployeee ere allowed to aocun^llate 
60 days lesT«{ esployees ere paid for any aceuxulated leave when 
oRployaant is teminsted* Wage IncentiTee ere not usod in govenment 
serrice* It is feeslbls thst in certain ActiTlties that the use of 
wage Inoentlve plans would be beneficial. 

Labor turnover, absenteelaa end terdicess ere not subject to 
rigorous analysis in these Actlvitlsa as praetlcsd in sose private 
industries. This is due in Boat pert to the fact that labor turnover 
in recent years, because of reductions in force, has not been n 
problaa. The real problata for the Activities has been to reduce the 
levels of saployjaont, oonaequently soks lebor turnover wee probably 
wslcocad. AbsonteolSR because of the libsrfd r.nnual leave and sick 
leave pollclec is not a real probla* ae ouch. A few flg:\;res will 
illustrate this. Each ^ployee Is ernutad 26 working doys e yocr 
annuel leave; Q paid holidays occurrlnc: on the working days are grc.nted; 
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oxcliidl Bis holiday* thero mv9 usuolly £52- 'wor-'-in d«ya in a year; th* 
Activity K\x3t b« pr©;>sr«d to oontitict its aoraal routine ’»lth, sn average 
of 10*35& of Its work: force on leave. This presents a problem not 
always found in private industry. In the future* with e r<Maaonsbly 
stable ecrklng force* »oro cordd be done In the analysis of labor 
turnover. 

Eeeltb end safety praetioos* from whst is Indlceted in the chock 
list, eonfom to the highest standards used in private industry. Both 
Activities were presented with the Secretary of the Kevy’s s'sard for 
safety. The Iterse answered "no" were prlnoiyelly Kotters of degree 
rather than non-perfor»enoe. 

It la yrobftbly so».ew*.''at of e natural phenoiae*»on that the »«rlt 

rutln:; systew of ten ori,*»ni£atlon will eiways be subject to crltlclsr;. 

The efficiency retina? of govomBont enployeee has certainly cbtelned 

its shore, however, from whnt le indicated in the check list, the 

cyatflc ooaforaa to the accepted and recomended practice* of private 

S 

industry. It has been shown in studies that pooled rctlnje are 
generoliy wore reliable. The use of such pooled ratinjs Right iisprove 
the systm. 

The prectlcee concernin,, prorotione, tranefers, and lay- 
off* in the Activities, e* shoyn in the check list, have aost of the 
recoaricnded features, Ae stated before, the severance policy Is too 
inflexible. 

The practices of the Activities eoneemlng ”"crale show n 
oowiaretlvely low percentn?-* of "yes'* answers In tnble 15, This is 

2 Tiffin, Joseph, Industrial Pgyoholo>iy ; *Tew York, Prentice- 
Hall Inc., (1947TI 
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due to « cumber of Queatlone deeliDg with morale surreys end the use 

to which such surveys ere put. Heny wtsll established procedures are 

3 

available for appraisins the level of jaorale of eeployeca. Such an 
apprsisol should be a banofit to tha maBatieHent of both AotivitleSo 
Tha suc(;aatlcn aysten in usa at tha Naval Actlritlea was revised 
shortly after tb# end of the war. ?he chec'^ list seeraa to indicate 
that this ravlalon followad racojOEsended prseticaa* 

The services for employees and the acbnlQlstrQtion of the servioea, 
have avery indication of balr.^ entirely edaquete and follow raoonrenclad 
procedures* Such aervicee that ara uaueliy recoweeaded but not in use 
at the Aotivitias would be made available if desired by employees or 
the actual need for the service arose. 

Kacorda are a necessity in any sovom»*nt orgenivatlon* The 
responses indicate that the records of the Activities follow recc^endad 
practices. Tha use of a (jualificetlon card* saliiht prove useful. 
Extensive use of IBii cards and e^iuipment is made by both Activities. 

A Comparison of Personnel Praetlcoa between Activities 

The varietlon of the rea,>one«8 to the chech list questions Is 
shown In detail in teblea 1 throuah 15 (see Appendix B), A sissRery 
of the retiponses Is shown in tabla 10 (soa Appendix B). Thosa tables 
show that the practices are more alike than could noTE&lly be expected 

3 Yoder, Dale, Personnel M«Doe«gtent end Industrial Balwtions ; 

New Yox^, Prentice-Uali Inc., 

4 Ccott, Wsltor Dill, Clothier, Robert C,, Sprlegel, Wlllian 
R., Personnel Kan’^'ement ; Now York, Kcvirnw-nill Company, Inc,, 

{1949) Chapter 5>. 
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of two orgiMilaatlons wrhoea work mi location are eo different. 

Certain noteworthy difference* are indicated by re*.x>nses to the 
check list# These differences are ae follows: 

1, MMXJ has arallable for eaployeea a etaterjent of 
personnal policies. 

S. NOPI doe* aora checking of taste msed in selection. 

3. Refarenees are not checked orally at KAIiC. 

4. NDPl haa a rsore aetiva program of followup of 
seleeticn procedures, 

5. The tralnin^r prograsi of KX)?I extends to nore employees, 

6. The record and elassifl cation of absences is aore oonplete 
at NDPI. 

7. KADC keeps oeployees Inforned of future job Tacaneies, 

6, NAIG elesaifi as and records Tiolatlons of rxiles. 

9. HAIX; nakes appreisels of the sorale of svpearrlsors. 

10. KADC proTldes counsslla^j service to awployaes to aid in 
personal problesis. 

The appraleel contained in tbis section has been foraulsted 
froB the ans-sers end connents of the two Activities to the questions 
of the check list. The appraisal would not be ccw^^lata without an 
estiaata of the Induetrial Jialationa Depart, enta as a whole. Baaed 
upon the general tenor of the answers to the check, list, the pre> 
doalnance of •'yea* answers, and the personal observation of the author, 
it is the author's considered opinion that the peraoanol prcotices of 
both Activities era, as a whole, sotmd nnd that the Industrie! Relations 
Depertnants hova done, and are doing, an exoellant job. 
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lilGtTJrSIOH OF THE PKOCmjEX 



Th« preyaration of the oheci: ll»t yressatetf the wajor profeXee* of 
this tbcBi*. Th* Bubse^iiant appralaal of tba two K«v«l Industrial 
AotlTities wae parfomad to prora the feasibility of applying the 
procedure and to check ita effectlrenoRs. The ]JTOceduro cosslets of 
ansiwering the questions of the check list and an analysis of the 
peraoanel prsctioes ludlcsted by the question® to which a clear-out 
•yes* enswer cannot be given. 

The cheek Hat was not designed as e «e?»as of checkins nethodo of 
perforaianoe nor as a jsieena of analysis of existing conditions* The 
responeos to the check list will show the eppralser two thin-a;8J Whether 
or not the preeticos agree in principle with whet is generally considerod 
acoeptabley and idiother or not practices wtilc-h are used in other In- 
dustries are used at the Activity concerned* 

The subsequent analysis of *no" answers rust be thoroxjjj,h if any 
real good is to be accenplished. A *no" answer. Indicating the 
omission of a practice, does cot neoessarlly Kean that this practice 
should be pex'foriaed, nor dose a *no* answer, indicating the non- 
adheroncs to a generally accepteble practice, laeen that the practice 
should bo changed. The very nature of Industrial relatione precludes 
adherence to any such bard and fast rules. The check list can only 
serve se a guide. An adequete axwlysis Is necessary to detemine the 
satisfaotorlnoss or unsatisfactorlneas of any personnel practice or 
to detoraslne the need of the practice. 

The application of the pi*ooodure to the Activities gave every 
Indication thet the check list provided sstple coverage of the duties 
end functions of the industriel relations depart^'.ent end of the 
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eesoolstad personnel praotices. The oheck list wes equally applicable 
to each of the AotlYitiee and appears to socosipileh the purpose for 
which It wee designed. The results of the epplioatlon gives evidenoe 
of this stateneBt. 

There are certain cautions to be observed in the use of the check 
list. The xnee of e percentage of "yes" answers ae a mark of effective- 
ness of an Industrial relations department is misleading. The nunber 
of answers possible to certain forms of questions gives to these 
questions a much greater weight then their importance warrants. A 
definite example of this is given in table 16 (see Appendix B} in the 
percentage of "yes* answers in the sub-dl vision, Labor Tumovor, 
Absenteeisa snd Tardiness. HAEC has a percenta*© of 47,4^ "yes* 
answers, IK>?I has a percentage of 84.2!^. This difference is csuued 
by the answers to a question concerning the aerjier of recording 
absences. The percentage does not give a true accounting. It would 
be aa interastlng field of study to evaluate the check list for ita 
u^a as a test to detemlne tha rai& or effectiveness of industrial 
relations depar^onts. 

There are many varlatione of *eoBlage given to teitsa used in 
personnel woii:. For this reason, the check list is subject to a 
certain anount of misinterpretation as to the meaning of questions 
and to what constitutes s valid "yes" nnswor. In using the check list 
as a neasa of oosiperison with other orgsnlxati me this feet should be 
kept in mind. 

The effectiveness of the use of the procedure and its check liet 
depends upon conscientious attention to the questions of the check liet. 
The questions cannot be enswored in an offhand nanner. They require 
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thoujjbt fend oftBti analysis. Dotibtful casss should always be answered 



•’no." The answer of *no** does not always signify thet there is 
soicsthiDg wrong with the practice with which the j;uestlon is concerned, 
hut It do«e warrant InveatigatiOB of the practice. 
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CONCLUniOKJ 

The only sound proof of the procedure would be its continued and 
succesjful use. llowerer, from the ar>pllcRtion of tb® procedure oertnin 
tentatlee conclusions may be rosched. The «<yroech to the .roblem 
eppocrs to be oouad, and as dsmonatrr.tod by the appll cations, the 
procedure end its cbeoh list can accot£.>ileh the designed purpose. 

The nature of the checJr list, in that It applies to the geaersl 
aspects of personnel practices, meke It etiually applicable to different 
types of Activities, The applicetlons to two widely different Activities 
supports this conclusion, 

from the applications and fro» the cosssents end opinions of the 
pereoancl of the Activities, at which the check list was applied, it 
appears that the coverage of the check list is adeq’-ete and that the 
check list woxild be e useful tool in aopraisin^ personnel oractlces. 

The application of the check list shows conclusively that the 
value of the check list would ba enhanced by a atatlsticfil evol\iatiori 
of tha weights of questions, Gueh an evalu tlon would ponait the 
elisinction of many questions and reduce the length of the check Hat 
to a rtors useful form. It ^?culd ^ive toe appraiser some indication 
of the Isapoi'taace of practices end allow a more objective eppraiaal. 

The conscientious application of tha chock li«t will give a 
eosparison of the practices of the Activity to those eonei dared 
acceptable in private industry. It will denote whether or not the 
industrial relations daportaent is using practices which ere generally 
acceptable* It will indicate practices which are used in vrivate 
industry and not used at the Activity, **Ko* answers indicate areas or 
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practices which chould b« Th« check list pmj be used as 

a aeeas of «oapcrisj«s the praotloe* of different ActiTltiee* 

The check 11 «t o«m be a useful tool for persoanel workers. It is 
• guide to eld iB the analysis of personnel preotloes* It will denote 
erees in which Investigetion may prove profitable. The benefit that 
aisy be derived froo. the use of the check list will depend upon the 
thoroughneec of this lavestiGOtlon, The check list is not a cure, it 
ie only e Keans of diagnosing the ills. 






CH2CSC LIST OF i.U2i?riO!JS 

The Chech list of Queationa of peraonsol practices is dlTifiod 
into the followliiti aubdlvisioEBS 

1, OeneralJ I’uncttoas wHlob, concern the dop'^rt'sent as b tsrhcia, 
including public relations. 

2. Orgsniratlon; A check on the organization of the Activity es 
It pertains to personnel reletions within the Activity, 

Z, Recrulteent end Eaployaentt The procedures used in recruiting 
end eKploylng tjorkore. 

4. Plecesent end Inductions The plectKseat of eaiployees in the job 
to which they ere boat eulted end their introduetlon to the Activity 
and to thoir job. 

5. Treialxigs The industrial trclr*lng and education of employees 
end aanegerasnt. 

6, Wages and Hours* The eoapensation and working hours of eaployees, 

7, Labor Turnover, Absenteelen emd Tardiness* Tlioso praotleea 
pertaining to the listed conditions. 

8. Health* The laelntenonce of health of ewployeea, 

9, Safety* The Ruslntenenee of a safe place to work. 

10* Merit Rating* The evaluation of mployees, 

11. Proasotlons, Transfers end Layoffs* The proctic© oertainli^j to 
these ItsRS. 

12* Morale* The ealntenance of eerale saong ecoloyees including 
dioclpllne and griev&noe bendlleg. 

13. Suggestions: The ediainistrstion of e suggestion systsa. 
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14, asploy** S«rvic46; The ie&liiteiisnc« of «rj>loyQ© oaxTlce*, 

15* KaeonlsJ Tho nuintansnce ct proper records, 

Th.e quwsttona are to be enewered either *y«a" or "no,*' The aniwer 
of "rso" to the »«in question preoludee the answering of the stub- 
questions* A "yes* enswer Indiestes perfo.maKC« of an sceexjtabl© 
personnel prectieo or adhojrence to principles of good personnel 



prsctlcee 






1, Is the organization of tho peraonnel Sepertjaent cueh 
that It enables the departxent to best perfona 
its duties? 

£* Are th© duties, rcsponslbllitiee and authox*ity of the 
personnel dopartssont clearly defined? 

3, Is a -rltten etatwaent of p« 2 *aoncei policy presented 
to ell etaloyeeS? 

4. Does the etatcEient of oolley have tho following 
form or content* 

a. A condensed repdeble etatecsent? 

b. Definite, imeiRbisious end eojuplete? 

0 , In a for» that la readily ay ileblo 
to «aployees7 

d. Desed on & careful analyses of the objsctiros 
and needs of tho Activity? 

e. Beasonably stable but not laflexlble? 

5« Is the personnel policy reviewed poriodlcslly? 

6. In oontacta with «n>'>loyees does the .personnel 

dopartskcnt atterptJ 

c* To iispress upon the er'ployee his iaportanco 
in the Activity? 

b. To keep ewployees inforaed of iufoi'Ention of 
interest to than? 

c. To "sell” personnel policies? 

d* To select ccrefully any oral or written 
steterxents laade to esployeea? 

e. To recognize an a&ployee as an ladividusl? 
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6, f. To trost «sj?loy*#8 e* « gisjup when desired 

by osaployeea? 

7. Does the personnel departsent, through coo--er«tlon 
with other depariweata and top jsansgcRent, etto«pt 
to stabilize enployaeat? 

e. Is a feeling of job socur.lty proRoted mon^ ani^Ioyees 
in tboir relations with the personnel departitent? 

9, Is close eontact Bointained with plennliyi in order 

to Kiitlnlze orerKannlng and ^roperijr plan reoruitaent? 

10. le a budget isaintnined and e oast analysis »nde of 
the woilc of the yereonnel deoartraeDt? 

11. Are records mtlntalned in e ««nner end fora which 
facilitote research? 

IS. Are statiatieal analyses of records aeda based upon 

aom© sound criteria to deterralno the wsrth of p>*ectlcss? 

13, Is ft contlnulni pro rias of research «alnttinod to better 
the personnel relations in the Activity? 

14. Is s continuing Industrial relctione index or score 
eheot to show such factors ss labor tumoveri 
Srievances, oroaotlonc, absenteelssn, safety end other 
fastore moiatained? 

15, Is a contlmiln:^ and cwipreheasi t© projrsa of sr^yeis 
of personnel ractlceo saiatalned? 

16. Is a close contact auiintained with sin^l<*r industries 
la order to compnr© personnel prectlees and to 
svsluato own pollcleo? 
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17, la an ectlira program waiatain' d to prM^ota battar 
public relations? 

18. la cloao contact mailntalneil «ith tiewapepera* radio 
ststlonsi eta. I of the ooaaaunltT? 

1U» la an effort made to Introduce into public 

ccMamunloatlona itena of intereat to the public 
and itama of bo rale TtJ.ue to mployeea? 

ORiiAiaZATIOK 

£0. Does tb« orgsnluatlcn have the f»alleet nunoer of 

leTole of the struoturo osaeatial to sound operation? 

?1. i\>ea the oz^enination place authority os cloae cs 
l>osalbXe to the point where notion orlglnatee? 

88, la the authority dale^;ated for ladependent action 

to the Activity froB the centrr.l authority euffieieat 
to beat carry out the funetloas of the Aotivlty? 

23, Is z*elatsd work grouped together under the stoae 
control? 

84. Doea the organizetion atzucturc clearly diatln,;uiah 
between the functions of the atr.xct>irc? 

25. Does the organization clearly aeperate planning 
froa i;®rforRsnce functiona? 

£6, Are the 6C«lo of the orgenizjBtlon estnbllsued lind 
written eo as to provide aear» for a cefinito 
appraisal of Ita worth? 
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27. D©«a tha or 5 ;»nl 2 fttion sroTlde for rtipld traiiRfoxnatioa 
of infoxBatloa to oontrol tovnet and r»"iort» a« this 
ittfomatlou *ovos upward? 

£8. SocB ths orgsnisiitloD proTide for «n optlmm of 
individual porformajace before resort Isig to 
group set! on? 

29* Is tbs orgenizstlon primarily built around 
functions rather thnn r» Individual or group 
of Indivl duels? 

50* Are functions broken down to s point which insures 
balance, and a Klnimisi of overlapping end 
dupli Cfltlon? 

31. Are responsibilities for functions stetsd es 
specif Icslly as xiosslble? 

55, Is ths authority and the limits thsrsof specifically 
stated and consistent with tbs responsibilities of 
ths function? 

53* Does ths form of the organisation permit mtch 
exseutlve to exercise the Rsxlmun initiative 
within the limits of his delsgntod authority? 

34* Are ths lines of reporting elearly defined? 

35* Are the linos of reporting such that no person 
reports to more than one line superior? 

56, Does the organiaation pjx>vlde for edoquste 



eoordinatioB of functions? 
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37, Do«s tb (9 orE«niaatlon nrovi<5» for ndequat® 
d6C«atrf*il2atlou? 

SS. Ar« lines of ccsaaunlcetlon «« short es possibl#? 

59, Doae tb« Activity jBalnti*iii «n ijp-to-dota organiastion 
clicrt chowlng exact rclatlorishlp* between fiepertmenti 
and llnec of reportliigT 

40, Are responalbllltlse of executlvee end supervisors 



clearly defined? 

41, Is the oxgarlvetloa flexible ecou^h for 5 *Tom?t 
action vhen chaneo* occur? 

i<2;CllLrr/£ l /KD is. ?LQVi:2J,'r 

42, Do oil jobs of the Activity have titles? 

43, Are job titlea, as giver.i stendardised in so far 
as possible vrith other industries? 

1 & 2 

44 , Are job descriptions made for each job? 

Do they give the folio lag iafotwetlonj 

«. Job titles, including the trad© nleh- 
names, oleaelflsatlon xarxber if any? 

b, runber of employees boltlirv the job? 

c, A avsffiftrj- of th© job, outlining major 

functions, tools, moeMnory, any 
epftclel ?*'• other or not 

tools «nd machines ere t'eose in general 
use or si-ocial purjocc? 



1* If ensver to question Is ’•no” do r.ot **nBver cub questions, 
2. Job specif icaticcs end desoription might be one fozuu 
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d. 



«• Belotlonohip ol* ^ob to those job* with which 
it is »oct cloaoly acsocieteS? 

f, Trom wh«t Jobe w?jri:ers ere prosioted to Job 
ia ijuestioa? 

S, Training roiiulredt 

h« Aooimt end type of eoKponsetloD? 

I, Ueual workln/j hours? 

J. VorkintB eonOitlons? 

k. Their adaptability to bnadicepped workers? 

1 f- o 

45* /ore Job specll'lcation# prepared foi* Jobe? ^ ^ 

Do they give the folloo/lng lurozustions 
a* Sex and ages prefezo’ed? 
b. Physical charactsrlotiee required? 
e« Special physical charaoierlstioe? 
d. Special eeaatlonal ehaj*actorlstic*? 

«• Special cental abilities? 

f. Special educatio&ftl oharac tori sties? 

g. HequirecLents es to axperlecee and skill? 

h. Any charactei'lstios peouliar to the Job? 

4S* Are usxming tables prepared? 



TiS m 



1, If answer to (iuestion is *no" do not answer sub questions 

2, J*ob Specif! eaticn r^nd dsseription Rlt»ht be one fortt. 
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47, Ar© job ©ijecifi cot ions ■written xip In such a nanr.cr sa 
to covar tb* abilitla* end quaXitl»« that cn ladiTldvial 

sbonld joBaeas ia order to hold the job? ^ 

43. Ar* job apsclfioatlona prepared for use by personnel 

dopart'^'sct in adyfooe of hiring c-ndid«t«6? ^ 

49, Are labor requiroRents eatlKnted ia adveae* and 

InTestlgstioae rnde as to labor supply available ^ 

50, Ar« aetbode of reeruitaoat esorspered by aosae oo\aid 
crlterle. and cTsiuetad aa to astlefftctorlness of 

aorJrsrs they produce? ^ 

51, la en appllection blank used? ^ 

5S, Are studies aade of the useful yalua of itaeis 

included on cpplicstion bXenks? 

53, Are enploywent intervieea used? ^ 

54, Is the Infomatloa gained la the lateral e« recorded? ^ 

55, Are the estiaates and the aprralSBl by the Interrleeer 
of the prospeotlre wtployee recorded? 

f<6. Are folloTf-up studies, bneed upon a smuvd ci^iterla, 

Jtede of the apprtlaal of the interrlewer ea to how 
satisfactory the wjtker turned out? ^ 

57, Are Interriowers carefully eeleoted and trainoo? 

68, Are psycbolopl cal tests used in the selection of 
eaployeea!? 

59. Are trade testa used la selection of aaployeoa? 

80, Aro tosta ^loh have been proTon to be of ttne in 

selection for o type of Job lnva«ti,v*ted for poacSblo 

uae in the Activity? 
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61. Ar* taKts uea'i eheeirad as to cffeetlyaness in 
obtalnlxm; dasirabls Msj^doyeaat 

6C. Ara taste t&x9C'ic9& as to rsllability and yalidity 
by ecMBs yelld criteria? 

63. Are tests used designed for uaa in the AotlTlty er 
for a particular job in the Activity? 

64. Are tbs results of tests used as • part of tbs 
basis for hiring? 

65. Are now «aployeee given a oonplete pbysiosl 
examination? 

66. Does physical exsKination Includel 

e. A cheek of ell pl^ical characteristics 
necessary for the worker to do s job? 

b. An exaalnotlon of physical defects end a 
record of any found? 

e. A ooBplote eys sxeninstlon? 

67. Are references as to foraer eBiployment (experience) 
ehecked? 

68. Is a guided (questionnaire) fom of reference 
check used? 

69. Are character references used in seleetloxff 

70. If used, ars they cheeked by the Activity? 

71. Are referencee checked orally whore poesible? 
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7S« Axo t»sts used to detei^ne the ability of 

’<sorV:ers hired la order to piece then la Jobs for 
which they ere beet fitted? 

73, Are requleite physlcel chersct exist Ice included 
1» Job specif icetioni? 

74, Is a qusllflaation card Dade up for each ewployeo? 
7S« le a set of Actirity rules IsstAod end exrjleined 

to new eenloyeeS? 

76* Are the porsonnel policies expl^.lned to now 
employees? 

77, Is a printed handbook or paaphlet avsllebla and 
fumlahofi to new employees? 

70, Is the worh of the plant end its l&portance 
explained to new erapXeyeaS? 

79, Is the new eaployee fozaally introduced to 
hie auperwisoi^ 

80, Axe now employees introduced to their fellow 
work ere? 

61, Is the isportence of safety end of safe operation 
of oquipnent improssed upon new employees? 

B2, Does iRduotloB procedure include fcsiliarizaticn 
with plent? 

Does the fealliarizstion includes 
a, first aid station? 



b, Reetroon facilities? 
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c, latlrsig fscilttiies? 
a, Parking facilitias? 

e. Traniportatlon facllltiae? 

f, OparcLtioa of eiiexo-tho-ria« pX*n? 

£. Wearinc of ba<3e«j? 

h, Racreetlon facJlltlos? 

1, Mothofi of to work? 

4, Uetbci of raportlnti aba«io«? 

k. Locfttioa of Uls job skd ita Ijnsadiat* 
aurrouadlDfiS? 

l, An oTerall pletura of th« work of 
tho Activity? 



w. The position of hie job in the 
OTomll picture? 

83. Are new eaployeee ispreseed with the importance of 
good attendance records? 

@4* Are the lines of pz\»aotion end psoaotion poseibilities 
srplnlnod to new workers? 

6S, Is the purpose nnd Tolue of the offleieney report 
expleined to new workers? 

05, Does the Activity offer counaeliaa with the view 
of solving personel problesis of now eaployees for 
such prebleea es housing, tren^'ortation, etc? 

S7. Is the new mployee advleed of wnployee eorvlces 
ev«lleble and bow he nay use and profit by then? 

00. Does the Activity neintein an eutonetlo follow* 
uy on each new enployec? 
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SJ, Does this follow-u^ cb«ekt 

a. Tha efractlTenass cf aelectlon 
and placflasoBt? 

b* Th« aoraie of th« aorkaif 

e« Th* poseibllity of up-gradlBg or 
rata chaacjaeT 

d. Tha oaployaaa odjustioat to tho job 
and bis (janeral ability in itT 

90* Ooaa foIlo««up continue until peraonnal edviaor and 
aupenriaor bollove the wojicer ie qualified, discharged 
or transferred? 

91, Does the Activity ealataia so adequate training 
period for each new astployea? 

92, Does the Activity Kslataln n training diviaioc which 
is organised end adalnieterod in the personnel depert- 
Keat? 

$3. Does the Aetlvlty maintain a aystoBatie training 
pregraa which covers all aesployees and nenageoent? 

94, Does the scope of the training progrtat cover areas 
other then naehine shills and technical training? 

93, la the training prograa continuouit? 

96, Does tbs training progrca eiaphasiae supsrvlaory 
training? 

97, Does the tniislug departaant accept responsibility 
for improvement of personnel in soolcl skills 



and attitudes? 
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93, Is %h« trolnirifi i^rograa tervaei ui>on an anaXyais 
of ae^iawl needs of the ActlTlty? 

99, Does the Activity enalyye tralTJir^ re'j’uirat^snta 
to detemino the best xetbjod of training? 

100, Are new "irosrwia of «ro<bifttion eaelyned for 
traloin^j nssda? 

101, le trainlnc. re<iuired for new irod>Jctlon oon- 
duoted before production begins? 

102, Are the following toachlag aids used by the 
training divisions 

a. Lesson planet 

b. Job sheets? 

e, rilHi? 

d. Cherts or pesters? 

e. Mock-ups? 

f. DrainstlaetlonSt 

g. Derionatrotlons or observation trips? 

h» Case studies? 

1, Tests? 

103, Ibea the Activity rrovlde adequets facilities for 
the training division? 

a. GlBsemoae? 

b. Training aide? 

e, Receesary tools end nachlnery? 
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104. la trainlBd dlYialon pieced ia the oj^anlsetloa 
where It can best servo all the unite of the 
oj:^M£etlc{i? 

105. le the training director la e pofiitlon la the 
or^aaizetloa such that ho can properly eupport 
aouad traijaing policies 

100, Does the Activity conduct epprentioo traisln^ 

107, IDoes the opprentlco trelnins progrw conform to 
standards for certlficstion set by the Federal 
Comittee of Apprenticeship? 

108, In training personnel below the eupervlsopy levol 
in ifl^llls pertaining to their job, does their 
Kipervisor awintaia Boaliuil eupervision of this 
training? 

109, Doea the training division grant a form of 
redogaiticn to tliose eetployees ooapletlBg 
training parogrimST 

110, Does the training progrc® include tralxilnjg for 
projaotlon or for fllllr^i herd-to-fill jobs? 

111, Does the Aetivlty objectively cnoiyzo training 
to see that it has ecec:apliBhed its aiaslon? 

112, Does the training division provide aid for end 
advise eaployees who slnh to ta* e courses fro» 
outside e^;encies? 
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U5. 



114, 



IID. 



116, 



117. 



118 . 



Ar« «&ploy««8 edrieed of outeido a^enoles coxt* 
ducting profa«3ioE»l or •duostlonul pro^rwa* 
nhich may bo of oselotanco to th« eeployoos? 
lo tho cost of tho training progrm coisputod end 
eoxpsrod wltb sovings vdiich sro ottrilmtablo to 
tho prosrsait 

Coos tho AetlTity enslyzo tho results of the 
training progrras as to* 
o. Loeming tlxo? 
b. Waste and spoilage? 
e, Ahsenteoissi? 
d, Labor turnoToz? 

0, PpoductiTity? 

Coos tho training of suporrloors includes 

a. Tholr adalnl strati VO duties? 

b, Orlontotlon of oaployoos? 

0, IKnaan relstlons training? 
d. Technical subjoots? 

s, Tsecher training? 

Coos ths training progra® of tho Activity 
provide the potentlel supervisors and skilled 
worlmen necessary for contcssplsted future 
expansion? 

Under oxpendins eondltions, does the training 
progrfeK have ths flexibility necessary for training 
n Siuch increased and green labor force? 
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119. Do the p»i6 provLim tb* Actirity with the 

olaee of employee it desires? 

120* Do the *«sea ?eid mplor^me exceed those pre- 
scribed ss atinitaxw by the Fair Labor Stendarda Let?? 
121* Are job oleBsificatlocs used to detemlne wegos 
paid en ersployee? 

1S2. Are we<«;e rjrreys eoaducted to eetablieh golBg 
rates for Jobs? 

183, Do such trege surrey s covert 
e. idl jobs? 
b. Ksy jobs? 

e. Selected sar>]^le jobs? 

1£4. Are wege scales based on) 

a. Wage eurvays? 

b. Decisions of lae&agsHeQt? 

e. Conbiaatlon of the two above? 
d. Other Method? 

185. How do the wageo paid amployeea compare to the 

cottauaity rates for the jobss 

5 

a. Below average? 

b. Average? 

c. Above average? 
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126 , In ••tablishio^ wag® pa^ente to wtployees ar« 

any of tho followluia job avalustlon utothofia use<l: 

a. Siiralgbt polat systadT 

b. Factor coxpsrlson ayata»? 

c. RankingT 

d* Clsasifioation ayataa (job elassaa)? 

1K7, Ar* mpl 9 j 0 «e paid at laaat twlea a aonth? . 

1S8* Ar« yfoga aurvoy* conductoa at laaat one# aeeh yeex? 

1J?9« Ar* woTkora glren aoraranca pay ^en diacharead 
tbroufiJa no fault of tbair o^T 
130. Ara Bost of tha amployaan giran paid racatlona 

af at laaat tao weeka? _____ 

151. Ara Ktployaos giren at laaat aix paid holidays 

a yaeift _____ 

132* Ara tha factors of skill, effort, ras.>onslbility 
and job conditions eonaidared in datemining tha 
rate of pay of a job? _____ 

155, Ara factors used in araluatins jobs clearly 

defined to persons conducting a ««ge aTaluatlon 

and, if poeeibla, objactivaly defined? 

154, Are can and aonan paid the Bsaao rstas for per** 

foraing the ssae job? _____ 

155, la the rali ability of job arslustlone chsefcad 

by soae eouad oriteria? ______ 

156, Ara atteopta made to etabiliza eRploynent to 

giya oRployaaa a feeling of job security? _____ 

I 
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137, $rh«reTer possible, arm esiployees guaranteed a 
Bilaizua annual wsge? 

130. Within • «r«,iv classification (bosic rate} ere 

the foUowlxK given: 

e. Automatic Increeae? 

b. AutcMatie increese to aidpoint 
then by »eritt 

o« Inoroase by merit? 

139. Is overtime recoRyensed *t If tlKes basic rtite? 

140. Is oTertine distributed to workers on a per* 
tieulor Job by rotation io so far as possible? 

141. Is the sTemge work day eight hours or leeS? 

148, Is the nersel isoxic vamic forty hours or less? 

14S» Are the wsfis policies carefully expreesed in 

writing and published videly to employees? 

144. Coes each employee have the right to bare hie 
wage status rerlewed «t least once each yeer^ 

145. Is the uoe of a woge iBoentlTe plen investi* 
gated end used when it eppaars that such a 
plan would be feasible end an advnntage to 
both eiaployoes and managaReat? 
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143 . 

147. 



148. 

149. 

150. 

151. 



YXS 

Doea *bo Activity k®«p rveovdo on tuiviover by: 

a. K*w hiree? 

b. Ea-hlrosT _____ 

c. Quit*? 

d. Diacharga*? _____ 

e. Layoffa? _____ 

la tha labor turnover jaeaaurefi by usual fonaulaa? _____ 

a. Nat labor tumovar 

Total raplneepieata X 100 

Avaraga working forca _____ 

b. Turnover rata 

Totel separations Z 100 

Avaraga working force ______ 

c. Ket labor turnover rata 

100 (Replacenente-Upavoldable gau«*r&tlona) 

Avaraga faraa _____ 

Are quits in tbe Activity olessifietf and recorded 

by raaeoBS? _____ 

Are diacbargaa and layoffs recorded and cl&aalfled 

by recaonsT _____ 

Dose tha Activity give exit intervlawe to ell 

aaployees? _____ 

Does the Intorviewer: 

a. Obtain and raeox^ raeaona for quits 

or discharges? 

b. Gee that eayloyae thoroughly ’uaiderstflado 
raeson for discharge or layoff? 
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151. c, Sxplnla feet* of layoff* e»d how long 

they 'Will laet? 

d. Invostigeto piecing of eaiployee on 
other job«? 

*• la case of unoTOidablo layoff# or 

dlsohergeSy etter.pt to keep CRployee'c 
goodwill toward the ooKpeny? 

158. Are exit Interviewer# eapeoiclly trained? 

155. Are the reesone for turnovor enalyxed to 

determine eausee? 

154. le e euKsery of fectBy c&usoe imd eetions taken 
pertaining to turnover eub&ltted to top canageotont 
periodically? 

155. Doea the Activity xtriintain a daily report of 
abaenteelOM? 

156. Are absences recorded 

0. Sieason? 
b. Bepartrsont? 

e. Bay of we<^ 
d. Shift? 

e« Holiday? 

f. Vacation? 

g. PeriJilaalon in advance? 

h. Ko percl salon in edv?nee? 

i. Weather? 

J. Pay day? 

157. Is the average dally rate of abeenteeiau lesa 
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158, Are •b»*nt 0 «s liitsrvlswod ijjpon ralarn to work? 

159. I» KB abecate* roruired to givt bl® roasoRB for 
ab««nce to & stipcrYltor? 

160« Are reeoons for ab&eQoe ftaalyred to detanaine 
factor* ehioh a»y be correctofi? 

16X. Is « suKsary of ftiete, caitsea and eotloRO taken 
reported to to^ »«aag«aent weekly? 

168, Are rewards or ocessienfietlon* for good etteudeoaoe 
reeordB given to er.ployee*? 

ISS, Are records of tardinesa mclnteined? 

164* Are ouch records elesslfied es to rcaeons? 

165, Are reasons ssalyxed to detexttine footers which 
nay be corrected? 

16$, Is tardiness subject to disci ylinary action? 

HEALTH 

167, Does the Activity maintain s dispensary or 
first Sid 8tetior£? 

168, Are the first aid faollitiee adequate? 

169, Are trained nedlcal personnel in attendance 
dxiriag ell shifts? 

170, Are adequate and complete recorde kept of all 
employee oontacte with the health depcrtv.ont? 

a* Health? 
b. Accident? 



0* Oenerel? 
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17l« DB»e tb» >'ictiTlty roqu»at ox roqulro »X1 «tplo 7 ««« 
to uto dlspoco^ry fox all lajuxloa »o aottar bov 
alight? 

172, Daea tha Activity ao&duct anaaaclt or sore fxo~^ 
(^anty phyaieel axaalaotieaB of all aaplayaoa? 

173, Axa fxat'aeat loOpaetioas xada hy tha nedloal 
tapartBaat to inaura that it baa knowlod^a of 
asy ttohaalthy aooditloDa? 

174, Baas tha acdioal 4apcrtaant «aka a femal report 
of aay nafeoalthy conditions, and Inclnda in such 
a xaport xaa«aKaBdatioBs for reliavlBs this 
eoBdition? 

175* l)aoa tha aadieal dcparttsant hava tha naoaasaxy 
authority ia tha Activity to insura eleeia and 
aanitary pxa«ioas aapaoially in eoaneetiott 
with vaahxoesta, looker roons and eating 
feellltiaa? 

176, Are tha aatlag facilitiaa of tha Activity such 
aa ta aneauraga amployaas to aat a proper ai<t» 
abift »acl? 

177, Dooa the xadiaal dapartaont conduct a aontinulh^j 
and paaitiva pragrrs of haelth and firat aid 
aducatloB for taplayaas? 

178, Are tha Mployaea slvan r.adienl oxaednationa aftar 
racaatad or long ehaaocaa duo to ill health to 
datarmina if vsployae la phyalaally able to return 



to work? 



1?9, Is It tJj* £>oll«7 of the Activity to require 
supervisors to heve sKployees report to the 
6lspen««ry at any tlias an amploya* oppaora to 
be 111 or Inoapccltated for woris? 

180. Are sanitary facllitiea, rastrooae, Janitor 
services end related services ade<iuete for 
the working force employed? 

181, Are employees eneoiireged to «e^ advice from 
the medical department about their yersonnl 
health problems? 

1S£. Does the Activity provide complete medical care 
for cKiployees Injured on the Job or 111 from a 
cause which may be attributed to his employment? 

163, Does the Activity gsrant paid sick leave to 
oBployees for at least two weeks per yecr? 

184. Are cdecuate rules provided to insure that 
such sick leaves are not abuead? 

185, Doaa the Activity provide for the distribution 
of salt tablets? 

185. Does the medlacl depertsent conduct e continuous 
procrea of investigation as to means to prevent 
industrial illnaes and unheel thly worklxkg 
conditions in the plant? 

187, Are ell feeilities where vioilc is nonficily being done 
adequately ventilated^ heated and illc&lnated in 
keeping with the dersands of the Job? 
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190 . 

191 . 

192 . 

193 . 

194 . 

195 . 



I» fr^r^uescry x*at« of *coiueftl» ics# then tho 

Efitionfti av«i*Ciiic for u «c<i’;e3tii'bl<s! in<'u»try? 

( Lost time Aoctdenta ) 

( Men^houra * 1,000|000 ) 

Is the aererlty rate of accidents less than the 

national nvexRce for a coa^arable Isdnatry? 



( Days lost ) 

( iien-houra ♦ 1,000 ) 



Does the Activity eaploy a safety esulneer or a 
co:iip8tent, edeQuaialy ti*oinsd wsployee Tfhoee 
prtamry job is to proroat accidents? 

Does tho Activity have » erltten well nmnded 
progxm of safety and ecci dent prevention? 

Are ell asoldentr investitjetad irenedietely 
and & wjdtten report aade of esch accident? 

Are all aeoldents analyzed to detemlce the 
cause and possibilities of prevention? 

Are aeoidente annlyned as tot 

a. Dspartavnt? 

b. Shift and tine? 

0. Job? 

d. Per*on<»l date of per»;>ns involved? 

e. iojirln^; conditions? 

Is a report wade to to? Eana^SKent of accldenle, 
which Includos enunec and Reane tehea to prevent 



re-occurrence? 
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196, Ars »p«cial sttentlon enS tminins glyea to new 
etaployees to insure eccident prevention end 
eefoty lactruction? 

197, Are oafety oo»»itte«e used? 

198, Do such coaraitteee Include representatlvoe tron 
nenageetont, euperrieion end eisployeee? 

199, le a poeitire progresi conducted to sake end 
keep ell employees safety ainded? 

K)0, Are all safety rules rigorously enforced? 

201, Are safety rules frstpisntly reviewed? 

£02, Are jobs end ersas analysed to dsteraine 
advisability of wearing personal safety 
dsTiesa such as safety goggles, safety shoes, 
hslxiets, ste,? 

208. In Industrial work areas, is tbs wearing of 

safety glasses nandatory of ell people working 
in or entering the area? 

S^4, When personal safety devices are required are 
each devices furnished by the plent or xsede 
available to CKiployees at not more than tbelr 
cost to the company? 

i05. Is a positive program conducted to show 

employees tbs need and value of safety devices? 

206, Does the safety progros or a sisllar prognsa 
stress the value of ^od housekeeping? 
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207. Ar« award J or recognition glToa to soctlans of 
the ActlYltyt 

a. For eefoty? 

b. For ^od }»3UO«k»«pijQg7 

200, Coee the Actirity encourage the auggestlons of 
employee* for iKprovefaent of safety or for 
seel dent prerentionT 

S09. Are frequent and adequate inspections aado of 
all safety devicos? 

210* Are aafaty laepaotora provided with edeqx'.ately 
prepared written check liste for safety 
inspectloss? 

211, Are waployeas given training in fire fighting 
and use of fire fighting eniipaent? 

812, Are fire prevention and fire fighting 
facilitlea edequete? 

213, Are such feoilitiea pei*iodlcally checked? 

214, Are plans for the actions to be taken by enployoee 
in oeae of BSjor casualties pre^>ered, published 
and practiced? (FlrSf explosion^ etc.) 

215, boas the Rsnagoment insist that v>orkers wear safe 
wearing apparel? 

216, Does the canageecnt insist that rings, looce apparel 
and other datsgerous it»ns not be worn around 
aachlnei'y? 
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S17, I 29 «s tho iafiafe 4 ;«xent aid and ancourage aRployeaa 

in obtalal&s praacrlptloa aafaty glasaas? 

KEHIT EmtItJ 

5?18« Coo« th* Activity US9 « fonaisl Be3rlt rotiats systan? 

819* At* tha purpoaaa of tha Karlt rating systae cleerly 
dafinad and publia^.ad to ersployaae? 

S20. Ara tha Itms on ivhlcb anployoaa are to be rated 
objeotivaly defluad whara possible? 

821. la the s&arlt rating plan used auitcblo to tha 
Reads of tha Activity? 

2S2* la tha i*&ting aysten uasd prepared for apaclfio 
groups of paraoanel, plant, of flea, aupervlaory, 
ate*? 

223* foes the Activity hors a thorouigh training prograa 
for ratars? 

284* la the tralRing of ratars or the instructions 
to rntara such that tha rating is dona in a 
uBifors Raixner throushout the organiratlon? 

2S5. Whan »ora than ons ratar has bad equal 

opportunity of obaorrina an aaployaa is a 
group rating (average of dlffarant raters, 
rating Indapeadantly) used? 

286* la the for& used in rating constructed in a 
lasnaer that will tend to reduce the "halo 



effect"? 
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227* la th* rollebillty of ratinga ehackeS? ^ 

228, la th« dletributioa sad Tarlebillty of 
, ratlaga chaoi^ad? 

j 229. Is the distribution of mtiiOi^a one which could 

be reosoasbly ex}>ected fro* e nomel population? 

230. Is caution used in the coaperlng of ratings of 
snployees on entirely different Jobs or in 

different departaeats? ^ 

231. Are the aean» the distribution end mrleblilty 
of ratings of the Torlous departsents eoapored? 

232. In the use of the sterit aystm« ere Itoua which 
tt&y be objectlroly detemined by other methods 
used to supplanent the *erit rating of the 

indlTlduol? ___ 

233. Are executlTee and suporrlsors rated on 
efficiency in personnel responalbllitiee es 

well as other feotors? ^ 

234. Does the rating eysten provide for the rater 
stating how well he la acquainted with the 
employee end the clreiaestances under which he 

has hod opportunity to Judge him? 

235. Coes the syatm. provide for rating at least 
twice each year for all employees rated? 

23d. Does the system provide for *ore frequent 
rating of new esployees than old mapioyoes? 
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£37. lJo«* training straeflJ 

•• Th« iisportanca of basiog ratisgs, 
whenaver posalbla, on facta ratbar 
than opinion? 

b. The nccossity for the rater to laske 
np Me o«n aind and not to bo in- 
fluenced by others? 

0 . The iKportence of using the whole 
epxead on each itea or trait? 

233, Are the merit rotinc;* of indivlduBls diaeussed 
with than end speolel empheeis pl&oed on how 
they noy iaprore their retings? 

839, Is e method provided by which the merit rating 
of ea ttcployee smy be reriewed upon hie appli- 
cation? 

?H)aoTioKs, ’mi'iicrmn a.M! layofts 

240, Coes a real, well defined, opportunity for 
edvanceaont exist for Miployeee? 

241, Coes the Activity have a well defined written 
pronotiooftl policy which extends in Ita intent 
to ell eRployees? 

242, Are the linee of prowotlon clearly defined end 
published ia an unceratendsbie fom? 

243, Are foraeasta made of future job vacancies and 
publlahed to CKployees? 

244, Are esnployeee eligible to compete for vecanclea 
in ell department a? 



£45, Is a coBiplete sffort mods to find all swployssB 

sliftible for • proBOtlon »nd thoss people inforssed? 

24A, Are the qualifications nsessssry for proraotica 
objsetivsly defined whererer poesible? 

247, Are tke quallfisations for prosotion such that 
the interests ef both the employee and the 
nancges^ent are balanced insofar as practicable? 

248, In proaoting i» the stated jiolicy carried out 
in an explicit and inpsrtisl oaimer? 

249, When the other quallflcstlons of candidates for 
prorootlon are approxlasately equal, is seniority 
used to detemine the person getting the 
precotion? 

230, Are the rules for computing seniority clearly 
defined? 

S51, Are the rights entitled by rirtue of seniority 
clearly defined? 

252, Is the merit rating of an employee used as the 
principal basis for promotions? 

253, Are tests specifically designed for a articular 
Job included in the quail ficatione for promotion 
to tha Job? 

854, Does the Kenagament eneoumge employees to qualify 
for proBOtion by Intre-plant training, self- 
training or training in outside agencies? 
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SS5* !• eairo taken not to oversell the possibility 

of pr<»otloB to «£ployeos(P ____ 

256* Is preference given to ^qualified enployees in 

filling exist lag job Tecancioti? ^ 

857, When vecanolofi exist in other Kevsl Activities 
is preference given to present employee rether 

than seeurlng then faro® other souarees? ___ 

858, Is aotificetlon of vacancies in other Revel 

Activities rado to ssjployeeaft ^ 

£59, Does the Activity beve s well defined f>oliey of 

transfer within the Activity? ^ 

£60. Are vacancies filled by tranefer when possible 

and deelred by e qualified eaployee? _____ ___ 

£61, Are qualified estployees eligible for transfer to 

vacencies to other Kavsl AetivltlosT _____ ___ 

262, Are arequests for transfer within the Activity 
granted «dien fesslble end it appears that the 
sraployee hee good and sufficient areasons for 
such a arequest? _____ ___ 

£63, When a vecancy exists and is requtsted by laore 
than one quelifiad anpldyeet is the cnployse 
to be tranefeanred determined in essontially the 
s«mo manner &s for a paroaotlon? _____ ___ 

£64. Is transfer of employees used ca s tool by the 

personnel departsseat to Improve personal relatione 

within e fiepartaent? _____ ____ 

I 
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269. la there a written end well defined policy which 
deterslnes the eaployees to be dlschnri$ed or laid 
off in the case of personn«d cut becks? 

£$&• Is the policy carried out In an explicit end 
Impartial eennez? 

£67. Is only the eetploycrent blstory of an et&ployee used 
to detexnlne the persons to be effected In the 
liayoff? 

When the layoff is to be of a pexcienont nature, 
does the personnel depairteent aid Insofar «a 
posalble la finding displaced e»ployees other 
eerployaient? 

269, Is £reat weight glTac to the seniority of cn 
eeployee in deternining his status in a loy~ 
off? 

£70, In doterxinlcg the mployees to be laid off, is 
the procedure as fair to eciployeos ea possible? 

271, Are wnployeea allowed the right to displace 
persons lower in the promotion Isdder when 
subject to layoff if under the policy the 
junior aBiployee is laore liable to layoff? 

272, Are sererance allowances paid to eisployees 
upon pemoaent loss of eeploytsent? 

273, Co severcnoe allowances increase with the 
length of sorrlce of the employee? 
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574. Is the aeverenoo nollcy fair to ««cag*R«nt In 
that In case of ctrlagent cut bacira, a soTspetant 
voxk force containing key mployeee will be 
retalnedrt 

MOmS 

575, Ik}e8 the Aetirlty maintain a continuing ai;d plaimed 
proffTSM of attempting to Ralntain an<i iiaproTa t)ae 
morale of enployeea? 

276. Does the personnel departisent attempt perlodloelly 
to make a formal appralaal of morale? 

877, Doea the personnel department make reports to 
Kanagceaont on the results of the appraisal of 
morale? 

S78, Are appraisals made of the aiorele of superTisors? 

279, Has a morale surrey be«a eonductod in the Actlrlty 
by trained porsonnel in the last year? 

200, How is the analysle of a moral© surrey or 
appraisal useds 

a. To detemlne status of personnel relations? 

b, Satisfactoriness of working conditions? 

e, Satlsfaotorinaea of wsgee? 

d, natiofectorlness of training progrtmi? 

e, Sffoctironess of eiirrent practices? 

f, Satiefao tori ness of promotions? 

g, Fields for futvire improvenent? 



Does the Aetlrit/ counsel uod adriee empXoi'ees on 



2d, 

the follo^in^ problese; 
s. Housing? 

b. Chlld-careT 

c. Transport etioE? 

d. Legal? 

e. Uedlcal? 

£8£. Does the AetlTity) 

8, Explain rules and policies of the 
ActlTityt 

b, Sxplel& personnel polieiec? 

o, Chow eciployeee the iisportance of 
good attcnd&nce? 

d. Show ttnployeofi the use to which 
tholr products aro put? 

e. Appeal directly to workers by jjoster, 
bulletlBC, etc.f the inportonoe of 
their aorh? 

£B3« Are the above lt«so included in the training 

prosrs« of superriaore with the view of insuring 
cx»plote uaderstandlag by these superrisorsT 
SQ4, Doee the Activity have an organiMtioa for tho 
diseussioa of an esi.ployee*B problfsee with the 
▼low of aolviag theoi? 

585. Does the Activity have a public address syaters? 

586, la this address systan used to furnicht 

e» Uuaie during working hours? 
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b, Kras coescaratatorS? 
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£S7. Does th® Actlrity rssik® ns® of ®isployo«-Mftsi»«^«rant 
eoMtltt«®0 iA KoritXe probl«as? 

286, Doo® th« Activity »ftk® report® to poraomiel to 
ehovr the result® of curirent work and how it 
c!»ipare® with othei* eetlritioeT 

886. Does the Activity K&ke use of exit interriews 
with the view of Ideatlfylng ssiployee di«- 
setisfactlooT 

230 • Are suBmsirles and analyses »ade of those exit 
Intorriews and recorded for use? 

891, Are rest periods provided dxiring worVriag hours 
to reduce fatigue and monoton;? 

898, Doe® the Aotlvity caintaln e plant wsgazine or 
newspapar? 

S9S, Does the Activity saintain a aagaslne or now»> 
paper at its own sxpense? 

£94. Is a larger cKount of space used for Activity 
new® and personal iten® than for Itans pieced 
In for managasentt 

295, Do coxTsspondent® for the newspaper represent 
the various depertwents? 

293, Doe® the Activity have a fonael procedure for 
handling cTlovanoes? 

£97, Doe® grievance procedure piovlde definite step®? 

298, la a definite tlae licit specified for each step? 
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2S9, Are »ost srl«T«nco» in tlj© first st«? of 

th© pxocafiur©? 

5500, After the firet step doe« the procedure re';uiro 

that the grievance he formellzod and 'jut in witlng? 

301« Does the finel step provide for ispartial 
aThltratlon? 

302. Dees imperviaorjr training include coiaplete and 
uiiifoim laetructlon in the grievance procedure? 

303. Are the existence oft end an explanation of the 
grievance procedure given vrlde dleseainatiou 
ejsong ettployee&t 

504. Are eoaplete records of *11 fonaolixed 
grievances ReintalnedT 

305. Does the Activity have a published fomaX 
aohedule of peualtien in comiection with 
disolpliaary policiea with roepect to Activity 
rules? 

306. Are Activity rulee reviewed et least once each 

3T6»3^ _____ 

307, Are violstion* of rtiles recorded and olaesified 
as to: 

e. Rule broken? _____ 

b, De^artKcnt? 

c. Punl-haent givwi? ___ 

d. Aeje, source, loi^etb of service or other 

personal data of the violator? 



SOS. M*y liifiitad dlsciyllasry tctlon? 

509. Is ths right of r«riew of <ll6Ci,jlin::iry action by 
c<wnitt«ft8 or top tuan&^mont occordod to i^;>Ioyee8? 

510. Vb«ei dischorgs ia tisad as a psnalty is the er^ployee 
accorded the right to a review through the channele 
of the grievance procedure or a slKilor procedure? 

311. Bees the Activity meke e point of keeping employees 
Infomed and Intereeted in thrift by giving advice 
on setters of personal finance and encouraging 
aavinea? 

SUoGFSriOSS 

312* Does the Activity neinteln an active and prostoted 
suggestion progrcK? 

315. Boee the Activity provide well located 
suggestion boxes? 

314. Are awards for suggestions presented at freeuent 
intervols and in « Kenner which will stiitulate 
interest? 

315. Is protection assured eeapleyoes who develop 
patentable devlcee? 

316« Are aoneiary sverds based upon e percentage of 

savings to tha Activity for suggestions for which 
such aavlngs can bo ctleulaiod? 

317. Bo the ft aide in which ewarda are given for 
suggesticQS cover enough itsps to etlmilate 
interest in ell the functions of the Activity? 
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518. Are suggestion* carefully epjiraloed by an Inprsrtial 
coKalttea or atallar group? 

SL9, Are tbe appraleal comittee proceeding# reviewed 
periodically by a high level executive to inaure 
competent and fair appraieal? 

3C0* Are airarda approved and preeented by a top 

level executive? 

3i^l* Are suggestiozta processed <^ulckly and OKployees 

iiotlftcd proaptly of the action taken? _____ 

HIPL0Y2S smmem 

ZZ&* Are anployee acrvices organized la such e manner 
es to eover all employees whenever possible? 

325. Before ft servlee 1# installed is the service 
objeetively analyzed to dotezetine that a need for 

the service aetually exists? _____ ____ 

3S4. Whenever possible ere sRployee desires detersined 

for the planning of a servioe? _____ 

525. Are the serviees provided aoneistent with the 

objectives and policies of the Activity? _____ _____ 

326. Are services periodically ajislyzed to determine 
that they h»ve the support and interest of the 

employees? _____ ____ 

327. Are services installed only when they provide 
long time benefits? 
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S2S* Ar« servlees to eloee to dotaimiJMJ 

whatb*; or not the cost eould he better applied to 
other iteecT 

SS9, De the eerrioe actlidties einold the appearsnce of 
bereTolence end cherltyt 

330* Do eervlce aetivitiea prorlde for aatzisnsp. «£ployee 
perticlpeticn end adtiisletratlon? 

331* Does the sanegeiaent provide for participation of 

enployeea in e group heslth or bospltedismtion plan 
which Includes the fasdllee of the employees? 

S3S* Does the aens^eisent provide for partlclx>ntion 
in group life Insumnce? 

533# Does the rnnegeesont eponeor a credit union or 
slasllar aorrlce? 

334, 35oes the Activity nalntaln a Gofetorla or elallar 
eating eervlce? 

335, Boee the cafeteria provide wholeeome meals et e 
cost which is less then the emloyoe could expect 
to be charged by «n outeide cafe or cafeteria? 

736, Are the desires and opinion* of (W’loyeeo 

Boliolted and used In the numing of a cafeteria? 

53?. Is a recrentioaal pro,p:ati set up to give naximm 
coverage to er.ployoea? 

338, Does the nenega».ent eld {jroupB of CKployeae in 
eettiJVj up recreational clubs? 



M ^ 




3S9. At9 tho ©f til© Activity for 

rocr©«tion«l purposes fully utlllsted? 

340« Deoo tho SMtnse^^i^t provide mooes by inhlch on 
ssiployoo »»y rocolv© o reasonsblo and odoqnato 
old ago peualoD? 

541* Does tho mansgomont moistaln a servlco to aid 
amployoos la finding ado<^uot« housing? 

342* Aro tho aooruod benefits of rotlrar-iont or 
ponalons given to tho fimlly of a decor<cod 
■mployoS? 

343* Ifoos tho sorvioes division mnlntaln eloso 

contact with eoacunlty functions i»blch aro of 
intorost to emnloyoos? 

344* Dooa tho sorvlcoo division proeoto a roasonablo 
Msotmt of ooclal aetlvltios such as dancos^ 
dirmorsi oto. , In ohleh tho fenllios of tbo 
enployoos may participate? 

345. iJoos tho Borviees division ntalro note of and 

publish fasts about rscrtMitionsl fecilitioa of 
tho oomanmity ovallablo to swoloyooa? 

S46* Does tho nanagocont prorldo counseling sorvico 
to omployaoo to aid them in personal ni-oblsRS? 

hKCOADS 

547* Aro personnel roeorda of ths Activity such that 
they fscilltato tho mahiag of requlrod reports? 
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t546« Axe reeortlfi so flleci eBcl of suoh a foim tbat they 
feoilitate persoimel reseerch? 

349* Are persozmeX records adequate for »1X the soxiaal 
requlreniente of the dSi^artneitt ; that Is, &X1 
aoi*al report* can bo nedo froa eiietlng rocordo? 

S&O. Are the neeessory personnel recorde maintained 
up-to-date? 

351, Are the reoordo of the perscnnel dopsrttaent ouch 
that they lend thaRcolToo to appmiscl end rovlwr 
of Indus trl cl roletions? 

352, Are personnel records choci.'ed periodically with 
Tlee of diaposel of reeorde no longer of any use? 

353, Is a eonprehenslTe pro^pr^a of records diaposel 
set up? 

S54, Ars forais of records or reports rerlowed 

periodically for ooxspletenoss and desirable 
ohengesT 

355, Are personal files or folders maintained on 
each siiployee? 

356, Are records kept in svjoh a oenner that iafo:'ia«tion 
nonsally dosirod can be easily obtained? 

357, Does the personnel deyarfcrent haye a progrm of 
retlrejaeat of records to an Inaetlve ctatuo? 

350, Is a condsDBSd psrsoaol record of eeah egaployc# 

aaintftinod on a card or other typ* record of a type 
which facilitates obtaining Inforaatlct frav^uenfcly 



desired? 
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I® fi» up»ta-d«.t© <|UfliXific*iticn card or air.llnr 
racord n^lnteiKed on ©oolj «npXoy««? 
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